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MEMCRANDOM FOR:  General Couneel
Director of Security
Adlitor-in-Chiel

Afting Personmel Director

Acting Comptroller
Chief, logistics Oifice
Chief, Oeneral Services XTlce
Chief , Medical Staff

SUBIECT 1 Use of Abbrevipiions

1. The Office of the Director hms noted as increasiag
tendency within ithe Agmncy to emplay abbrevistions in com-
municstions addressed to the Director end Deputy Director,
without insuring that such sbbrevisticons bhave been clearly
explained.

2. It is, theyeiore, requested that, vhen preparing
correspondence for this Office o correspomdence which may
be brought to the sttention of the Director and Deputy Divec-
tor, each title be spelled out la the first instance and
followed by the abbreviation enclosed in parenthesis; there-
alter, in that commnication, abbreviations will suffice.
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Remarks:

In accordance with your request, the attached PDM
has been written to provide procedures for using
abbreviations for titles of Agency officials.
Your approval and signature are requested.
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s ROUTING AND RECORD SHEET

INSTRUCTIONS.—Officer designations should be used in the “TO” column. Under each comment a line should be drawn
across sheet and each comment numbered to correspond with the number in the ‘“T'O” column. Each officer should initial
(check mark insufficient) before further routing. This Record and Routing Sheet should be returned to Registry.
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